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Enrolling in an OCS Class in NCVPS 
This Quick Reference Document is designed to assist a school or LEA user with the 

functionality of cross enrolling an individual student in an OCS class at NCVPS.   

The sections for ALL OCS courses will be formatted as: 

 

Digits 1-2 Digits 3-4 Digits 5 -7 Digits 8-10 

What part of the Calendar 

the class takes place 

e.g. 

TF=Traditional Fall  

EF=Early Fall 

TS=Traditional Spring 

ES=Early Spring    

Section number for more 

than one sections 

LEA Number School Number 

 

At the Home School: 
 

Note:   If the desired class is scheduled for the next school year, in the upper right corner 

click the Term drop down and select the correct school year that the student plans to take 

the class.   

 

 

 

1. With the correct Year/Term and student selected, navigate to Enroll in a Class at 

Another LEA: 

 

Navigation: Start > Select the Student > Enrollments > Functions > Enroll in a 
Class At Another LEA 
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2. LEA Where Class is Held = NC Virtual Public School 

a. If the student does not have an email address, the user will be prompted to enter 

the student’s email address.  Once the email is entered, the user will need to 

repeat step 1. 

 

3. School Where Class Is Held = NCVPS 

 

4. Enrollment Date = Key in the date that the student will start the class; the Stop Date 

automatically populates based on the Start Date but can be changed by the user. 

 

5. Filter all the sections set up specifically for your schools’ OCS students by using the 
Search Courses box; key in the lea number and school number, and hit the enter 

key. 

Important:  To find the desired section for an OCS course, the user must search and find 

sections of the desired courses where the section includes the LEA and school 

number as part of the 10-digit section number. 

6. Once the OCS sections of the courses populates, click Enroll by the OCS 

course/section for your school.   
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7. The student’s status shows PENDING until the enrollment has completed.  The user 

will need to refresh the screen to see that the Student’s status has changed to 
SUCCESS. 

a. If the class is full the student’s status is WAITLISTED 

b. If the class is full and the Waitlist stop date has exceeded, the student’s status 
is REJECTED 

Note:   The incoming school’s registrar will receive an email stating that a student 

has enrolled into or dropped from A Class At Another LEA.   
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The student’s enrollment will be unchanged at their home school; however, the Cross LEA 
where the class occurs will reflect an X1 Entry Code on the student’s Transfer Information 

Screen. 

  

      

 
 

Enrollment Record and student’s admission at the Home School will not change. 
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Enrollment Record at the Destination (Cross LEA) School will be X1 with an Admission 

Status of VST1. 

 


